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Create/Modify Organizational Unit
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AASIS Support Center, Diane¥olley,
06/24/03 Revised to V2
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AASIS
ROLE

AGENCY
DETERMINES

NEED FOR ORG
CHANGE

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

HRORG - Organizational Management

Move Position within Agency Org Structure
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Exercise Scenario #1

* A new organizational unit has been formed within your
agency. Create a new Organizational Unit called Policy
and Procedure . Reassign one position into this
organizational unit.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Demonstration #1

& Organizational Plan / Change

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Change (PPOM_OLD)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Note: Never delimit a subordinate organizational unit with existing
positions in it without first re-assigning it to another valid
organizational unit.
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SAP Easy Access AASIS MENU

GE | Em 2| va

3 Time Management
D [ Payroll
[ 1 Training and Event Management
=2 {3 Organizatiohal Management
| CQrganizational plan
3 Organization and Stafiing
D [ General structures
D [ Matrix
= {3 Expert mode
g PO10 - Organizational unit
2 PO03 - Job
g PO13 - Position
2 PO - Wiark center
%) PFCT - Task catalog
) PPO1 - General
= Simple maintenance
2 PPOC_OLD - Create
2 PPOM_OLD - Change
12} PPOS_0OLD - Display
I 1 Info System
b Tools
D ] Setings

HRORG - Organizational Management

1. Follow the menu path and double
click on PPOM_OLD-Change or enter
transaction code PPOM_OLD in the

command field and press enter.

[ | cas 1y 410y 2l sapnas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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A

EEEED

| ] Organizational unit
(K] Ad hoe Query

4. Cli

> [ Arkansas State Ll

> [0 Assessment Cool
[ [ Athletic Commiss
[» [ Auctioneer's Licen
= [] Bank Department

[ O commissiona
> [ Board of Accounta

HRORG - Organizational Management

from the designated pop-up

screen.

[ [ Arkansas State Pa[x] @ Basic data

@ Overall view

) Human resources view
) Reporting structure
O Account assignment
O Further atiributes

3. Enter validity
dates for the new
organizational
plan.

[> [ Board of Architect;

[» [ Board of Collectiol
I 1 Bnard of Cocmeotn)

[ K1Y

AASIS Support Center, Diane Jolley, 2-7
06/24/03 Revised to V2

Note: The editing period will reflect the effective date of the changes
made to the organizational plan.

» To create a new Organizational Unit, only complete steps 1 thru 14.

» To reassign a position to a different organizational unit, complete steps
1thru 5. Then skip to step 15 and complete thru step 28.
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AASIS Support Center, Diane Jolley, 2-8
06/24/03 Revised to V2

Under the ‘View’ option select the following:
Key off — this will display the object code “O” and object id #

Relationship text off — this turns on the description of the relationship
between the lower subordinate objects to the superior objects.

Abbreviation off — this will display the 4 digit job code.

Object period off — this will display the effective period that the object was
established.

Relatshp (relationship) period off — this will display the effective period of
the object and the immediate superior object. For history you will see all
relationship dates for PA actions and for saved Organization Assignment
infotype 0001. If you do not want the history (which will reflect employees
several times) use a current date.

Editing period — this displays history. By using a current date, history will
not be reflected.
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nizational plan  Edit

HRORG - Organizational Management

Organizational Structure / Cha 6. Select the superior

Org Unit in which the

ik 80 &) Stafassionments

new Org Unit will be
0 21706110 fgn created under.
7. Click Create.
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Deputy Commissioner/Legal

e 3 CANDACE FRANKS
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AASIS Support Center, Diane Jolley,

06/24/03 Revised to V2

1> Faag () 10y b2l sapoas | INs
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nizational plan  Edit

Organizational Structure / Change
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b [ Board of Architects 0 21705184 Is line supervisor of  [IT Infornation Technalog
[> [ Board of Barber B3, 3 GREGORY F LANGLEY
[» [ Board of Chi = 0 21706115 1s Tine supervisor of \HUE II Asst. Chief Exam fArea
[ [ Board of Collecti
Is 1 Anard of Fnematnl )
— D

‘ 1> Faag () 10y b2l sapoas | INs

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Organizational Structure / Change
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b DDAk (B Futher entries || Period..| 3

[ [ Athletic Dmmms\':“ L
| 13. Click Save. |

[» [ Board of Accounta
[» [ Board of Architects
[> [ Board of Barber B3,
[» [ Board of Chi

[> [ Board of Collect]

I 3 Bnard of Faematnl 7

[

Link test strings
j 0472172003
L

=1 0 21786100 1

= 0 217061
v’* x

L Deputy Commissioner/Legal

11. Enter the effective

dates of the change.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

1> Faag () 10y b2l sapoas | INs
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nizational plan  Edit 4 Help
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Organizational Structure / Change
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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G & B H

Il T

22 CIICk Choose' 0 & COMMISH Commissioner's Office
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Staff Assignments / Change

[ Positions..  Assion halder.. 8% 80 5] Taskprofile 1]

e|=]l8|x=]
Find by
=7 [ Organizational unit

1]

0 22114920 POL/PROC

21706110 COMMrTed Feemigsioner's Office

Policy and Procedure

[» [ Board of Collection C

Iy 1 Onard nfhnomnmz‘

3
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E 0 e EE— : 17 Is line supervisor of [ ACCTE
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- 23' CIICk Period. 20 Is line supervisor of | POL/PROC
+ [ Bank Departmant |_ } }
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DIRECTOR BANKE DEPARTMENT
Deputy Commissioner/Legal
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EANK ASSISTANT COMMISS
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Staff Assignments / Change
[ Positions . Assion halder . 8% 80 €] Taskprofile 1%

&|=]E]
Find by
5 [ Organizational

0 21706110 COMMISH Commissioner's Office

Note: Verify that this is the
superior org unit you selected.

DIRECTOR BANK DEPARTMENT
Deputy Commissioner/Legal
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Administrative Support
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effective dates.
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date the new org
unit is to be
established.

=
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Staff Assignments / Change
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b C
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Deputy Commissioner/Legal
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Staff Assignments / Change
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Note: If the position is being moved to a different organizational unit and

the position is going to report to a new supervisor, then select ‘Yes’. If

the position is being moved to a different organizational unit but will report

to the same supervisor, then select ‘No’.
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[ [ Arkansas State pd[~] 8 0 21706114 Is line supervisor of |.ﬂ.DMIN haministrative Support
b DASSessmEmCUUrE J3 CYNTHIA L NIXON
i L a0 21706117 Is line supervisor of |.ﬂ.CCTG hocounting/HR Departmen
[» [ Athletic Commissi J3@ NORMA 6 GREEN
[ [ Auctioneers Licen = 0 22114920 Is line supervisor of |PDLIPRDE Falicy and Procedure
=7 [ Bank Deparment L
O m— G § 22088710 Incarporates | p202 BANK GHIEF EXAMINER
L ] oz i i L= o0 21708109 1= 14 ) . Conmissioner /Exan
b [ Board of Architects o 28_ Vlew the pos|t|on
[ [ Board of Barher Ex
[ [ Board of Chiroprage m s zzese719 1q that was moved. k CHIEF EXAMINER
P [ Board of Collection =]
I Ml Bnard of Coematnl
[l (<] ]
| Recard changed D | oas oy 10y Ml sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Exercise Scenario #2

* A new organizational unit has been formed within your
agency. View the new Organizational Plan.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-22
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Demonstration

Organizational Plan / Display

HRORG - Organizational Management

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOS_OLD)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-23
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SAP Easy Access AASIS MENU

GE | Em 2| va

3 Time Management
D [ Payroll
[ 1 Training and Event Management
=2 {3 Organizatiohal Management
| CQrganizational plan
3 Organization and Stafiing
D [ General structures
D [ Matrix
= {3 Expert mode
g PO10 - Organizational unit
2 PO03 - Job
g PO13 - Position
2 PO - Wiark center
%) PFCT - Task catalog
) PPO1 - General
= Simple maintenance
2 PPOC_OLD - Create
2 PPOM_OLD - Change
12} PPOS_0OLD - Display
I 1 Info System
b Tools
D ] Setings

1. Follow the menu path and
double click on PPOS_OLD-
Display or enter transaction
code PPOS_OLD in the

< command field and press
enter.

[ | 2AS ¢y 410y Ml sapgas | INS

AASIS Support Center, Diane Jolley, 2-24
06/24/03 Revised to V2
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@ afa HICEe SRE a0a0 BE @
Organizational Plan / Display 2. Enter Org Unit or click on drop-
e down to select from designated
o= [BEE] [%5] pop-up screen.

Fbm :hlyorganizationalumt bigoosen | C‘

B3/28/2001 1273179999

4. Click Display. |

3. Enter an editing
® Basic data period. Note: This
) owerall view is a specific time
@ Human resources view frame you want to
) Reporting structure view.

) Account assighment
) Further attributes

(] Al
[> | @AS (1) (510) 1<l sapgas  OVR I

AASIS Support Center, Diane Jolley, 2_25
06/24/03 Revised to V2

Note: If you want to display all information for the organizational unit,
enter '01/01/1900’ in the ‘Editing period’ from field and ‘12/31/9999’ in the

‘to’ field.
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ational plan  Edit S

Help

G| 100 a0 SHE DDoD B Q8

HRORG - Organizational Management

77 43 Stafassignments [Is

Organizational Structure / Dispilay

&= (e B [
Find by
[> [ Organizational unit

5. Select to expand
the tree.

- Department of Education

= Director's Office

a

—=

—

not oceupied

Deputy Director
43 not occupied

—& School Impr & Prof Dev Asst Dir
43 not occupied

Student Support Serwices

43 not occupied

School Improv & Instructional Supp
43 not occupied

k-12 Literacy

43 not occupied

Bifted and Talented

43 not occupied

Federal Operations

43 not occupied

— Public School Finance #sst Dir
d&@ not occupied

11«17 ]

an

[0

|[«[+]

[ IQAS (13 (610 sapgas | OVR

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Note: The red hat indicates the Chief position for a specific

organizational unit.

» To view all positions, Click ‘Staff Assignments’. Then click expand to

get the employees in the positions.

> To view all cost centers and cost distributions, select Goto>Account

Assignment>and then click expand.
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Exercise Scenario #3

* Your agency has decided to rename an Organizational
unit. Follow the demonstration and rename the
Organizational unit.

AASIS Support Center, Diane Jolley, 2-27
06/24/03 Revised to V2

2.27
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Demonstration

@ Rename an Organizational Unit

HRORG - Organizational Management

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOM_OLD)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-28
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SAP Easy Access AASIS MENU

GE | Em 2| va

3 Time Management
D [ Payroll
[ 1 Training and Event Management
=2 {3 Organizatiohal Management
| CQrganizational plan
3 Organization and Stafiing
D [ General structures
D [ Matrix
= {3 Expert mode
g PO10 - Organizational unit
2 PO03 - Job
g PO13 - Position
2 PO - Wiark center
%) PFCT - Task catalog
) PPO1 - General
= Simple maintenance
2 PPOC_OLD - Create
2 PPOM_OLD - Change:
12} PPOS_0OLD - Display
I 1 Info System
b Tools
D ] Setings

1. Follow the menu path and
double click on PPOM_OLD-
Change or enter transaction
code PPOM_OLD in the

< command field and press
enter.

[ | 2AS ¢y 410y Ml sapgas | INS

AASIS Support Center, Diane Jolley, 2-29
06/24/03 Revised to V2
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HRORG - Organizational Management

2. Enter Org Unit or click on

2 the drop down to select

Organizational Plan / Change | from the designated pop-up
A screen.

= B2
Firgd by

= [ Organizational unit
{H) Ad hoc Query

4. Click Change.
- I =
Mame I
b [ claims Commission [« | ey
P [ Code Revision Carami [v] ® Basic data

b [ Commission on Law E
[ [ Contractor's Licensing

@ Ovarall view

b [ Court of Appeals ) Human resources view
[ [ Crime Information Cen ) Reporting structure

[ [ Crime Labaratory ) Account assignrment

> [ Department of Aerona () Further attributes

= [ Department of Arkansa
[ [ Department of Arka
[ D&H - History Com

b [ Depattment ofArka%

1 Manarbmant nf Arlea

0541142003 12431/9999
3. Enter validity dates

for the organizational
unit changes.

I | aag (1) ey bl sapgas | INS
=

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-30

2-30



An AASIS Training Guide

HRORG - Organizational Management

Edit

nizational plan

Organizational Structure /

Help

i 1 5, Click Expand. (2 0F 9

CATHERINE R MATTHEWS

superyisar
superyisar
superyisar
superyisar
superyisar
superyisar
superyisar

superyisar
superyisar
superyisar
superyisar

of
of
of
of
of
of
of

of
of
of
of

Centra

Department of Arkansas Heritage - Arts
DAH - History Commission

Department of Arkansas Heritage - Terr
Department of Arkansas Heritage - Natu
07d State House

Matural Heritage Commission

Director's Office

Territorial Restoration
Historic Preservation
Arts Council

Historical Research

[F410v]

[l

O s 820 5 Staff aggionments s
== 1 6. Click Staff assignments.
Find by 0 21690265 Department of Arkansas Heritage -
=2 [ Organizational unit
T -
iz cee el — 0 21609885 Is Tine
—0 21690887 Is line
+ iI:'i ﬂi i —0 21703630 Is line
71858 it ——0 217083631 Is 1ine
Mame —E 0 21703632 Is line
I [ Capitol Zoning Commiz[=] 3
b [ Claims Commission [»]| [® 0 21703633 Is Tine
L - —0 21703634 Is line
[» [ Code Revision Commi 0 51703635 Is Tine
[ [ Commission on Law E L0 21703636 Is line
[ [ Contractor's Licensing :
[ 3 Court of Appeals
[ [ Crime Information Cen
[» 3 Crime Laboratory
[» [ Department of Aeronau
7 [ Department of Arkansa
[ [ Department of Arka 2
1 DAH - Histary Compl=]
I M Manarbmant of Srlea L7
N ol

|[4][¥]

[ | aag (1) (41m Pl sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-31
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HRORG - Organizational Management

nizational plan ~ Edit em  Help
B3aH e CHE DO AR @m R
Staff Assignments / Change
[ Positions . Assion halder . 8% 80 €5 Taskprofile 1%

[~
el=llal=]5] =
Find by | 0 21703621 Is line supervisor of | DAHNHEG Natural Heritage [
¢ [ Organizational unit J3 KRREN 5 SMITH

[H]Ad hoc Query B 0 21703623 Is line supervisor of | DBHAHPP Historic Preserva
Struct h 43 KEN F GRUNEWALD
i structure searc g 0 21703627 Is line supervisor of | DAHAAG frts Gouncil
4@ J0% J PENNINGTON
A (% [ 43 [l [ >
- ﬁl 2d @ [ /0 21690877 Is 1ine supervisor of a8y DAH - History Commission
Mame _ —Ca 0 21690885 Is line supervisor of 885 Department of &rkansas Herita
1 DDepar‘tmenthAerz —0 21690887 Is 1ine supervisor of 887 Department of Arkansas Herita
= I:IDepanmentofArk:T e 0 21703630 Is line supervisor of DAHOSH 07d State House ml
b DD @ t f= —0 0 21703631 Is 1ine supervisor of DAHNHE Watural Heritage Commission
eparment o —ma 0 21703632 Is 1ine supervisor of DAHDO Director's 0ffice
[ DAH - History ¢ 43 CATHERINE R MATTHEWS
7 [ Department of [~ —a 0 21703633 Is line supervisor of DAHATR Territorial Restoration
I:lDirectDr's(_ —0 0 21703634 s 1ine supervisor of DAHRHPP Historic Preservation
Claes —E 0 21703635 Is line supervisor of DAHRAC frts Council
[ Department of Em & 22002708 Incorporates N202 DEYELOPMENT SPECIALIST
[ Old State Houg [ 5 22092797 Incorporates R298 WGENCY PROGRAM COORDINATO
[ Matural Heritag
< [ Director's ofick| ——0 21703636 Is 1ine supervisar of | 865 _I_
[ Tenitarial F= [~
1 Matta Cith . . [~
7. Select the organizational
[l [«I[»]
| unit that is to be renamed. NG

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-32
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HRORG - Organizational Management

zatiohal plan

Edit

Goto

em  Help

Create BHE aDOO BR @0
B Assign 4
Staff Assignme Chief position 3
il Resssion , im | 8- Click on Edit > Change >
- Delimit . Rename.
el . =
10— e o B, f | DAHNHC Natural Heritage
=7 [ Organizational un
[ Ad hoe Query Priarity | Replace user.. i | DAHAHPP Historic Preserva
Structs Eind Ctrl+F Staffing percentage
() structure sear  Ein e £ |DAHAAC frts Council
Refresh Clrl+F3
I'%'I ﬁi@l Expand Cirl+Shift+F11 ) o
- DAH - History Commission
Marme Collapse Ciri+Shift+F12  he supervisor of 285 Department of Arkansas Herits
P [ Department of Ae cancel F12 e super\ﬂ:sur of aa7 Department of Arkansas Herita
= [ Department of Arks e supervisor of DAHOSH 01d State House =
b D t t f= —Ca 0 21703631 Is line supervisor of DAHNHE Matural Heritage Commission
epanment o —rma 0 21703632 Is 1ine supervisor of DAHDO Director's Office
[0 DAH - History € {3 CATHERINE R MATTHEWS
7 [ Department of [~ —a 0 21703633 Is line supervisor of DAHATR Territorial Restoration
[ Directors —Ca 0 21703634 Is line supervisor of DAHRHPP Historic Preservation
—! 5 line supervisor o rts Counci
885 = 0 21703635 Is 11 i T DAHALC Arts C il
[ Department of Em S 22002706 Incorporates N2032 DEYELOPMENT SPECIALIST
[ Old State Hous A § 22092797 Incorporates R298 AGENCY PROGRAM COORDINATO
[ Matural Heritac
<2 [] Directar's Offic/ ——0 21703636 Is line supervisor of |855 gss |
[ Territarial L E
1 Matta bl 7 [+
| o RN ESE | )

DIQAS (13 (410} sapgas | NS

AASIS Support Center, Diane Jolley,

06/24/03 Revised to V2
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ational plan  Edit  Goto

tern  Help
A HICER I SCHE HDL0 HE I @ m
Staff Assignments / Change

[ Positions..  Assion halder.. 8% 80 5] Taskprofile 1]

é_m l ¢ J3 KAREN 5 SMITH
Find by B 0 21703623 Is Tine supervisor of | DEHAHPP Historic Preserva
=7 [ Organizational unit 43 KEN F GRUMEWALD
isar of | DEHAAGC Arts Council
[lﬁI] TNGTOR
Object abbr. 865
Description Histarical Research - 9' Enter the new no
[ =] Herita
. . aey
¥ Time period B51183  |2]12/31/9999 organizational unit’s name. |irit-
Mame DT TooTETE T
[» DDEL—f ® " DOHKNHE ggtur:] Her;ﬁge Commission
= . ¢ y irector's ice
[ Dty iz 10. Change ‘Start date’ to the
H H H Territorial Restoration
11. Click Save. || | beginning date of the current (B AT T e
57 ] Deparfment of : : Arts Council
Dy Director's ¢ pay period for which the
i i 3 DEVELOPMENT SPECIALIST
885
- Change W|" be effeCtlve' i AGEMCY PROGRAW COORDIMATO
[ Department of
[ Old State Houg |—0 21703636 Is Tine supervisor of | 865 865
[ Matural Heritac
5 [ Directar's Offic
[ Territarial F C
T MNalkta |’"||Ih|E

| DIQAS (13 (410} sapgas | NS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Edit

nizational plan em Help

3 H I CEe SHEB DL BE @m
Staff Assignments / Change

[ Positions . Assion halder . 8% 80 €5 Taskprofile 1%

el=llalz]mz]

[417v]

Find by | 0 21703621 Is line supervisor of | DAHNHEG Natural Heritage
52 [ Organizational unit J3 KAREN 5 SMITH
[H]Ad hoc Query | 0 21703623 j;s Tine supervisor of | DBHAHPP Historic Preserva
KEN F GRUMEWALD
i Structure search g 0 21702627 Is line supervisor of | DAHAAG frts Gouncil
43 J0Y J PENNINGTON
a3 iI:'i mi i:.
v 18| gs |l ——0 216908877 Is line supervisor of 877 DEH - History GCommission
Mame _ —Ca 0 21690885 Is line supervisor of 885 Department of &rkansas Herita
[ [ Departrnent of Aet[] ——0 21690887 Is line supervisor of 887 Department of Arkansas Herits
= I:IDepanmentofArk:T e 0 21703630 Is line supervisor of DAHOSH 07d State House ml
b CJDepartment i & 0 21763631 Is 1ine supervisor of DEHNHG Natural Heritage Commission
. — 0 21703632 Is line supervisor of DAHDO Director's Office
[ DAH - History ¢ 43 CATHERINE R MATTHEWS
7 [ Department of [~ —a 0 21703633 Is line supervisor of DAHATR Territorial Restoration
[ Directar's O G 0 21703634 Is line supervisor of DEHAHPP Historic Preservation
Claes —E 0 21703635 Is line supervisor of DAHRAC frts Council
[ Department of Em & 22002708 Incorporates N202 DEYELOPMENT SPECIALIST
(] Old State Hous [E 5 22092797 Incorporates R298 AGENCY PROGRAM COORDINATO
[ Matural Heritag
= [ Director's Offic L ———0 21703636 Is line supervisor of | 885 H1S*r1ca1 Research L
[ Teritarial F= [~
1 Matta Cith A

il 12. View the
| organizational unit
that was renamed.

K

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Exercise Scenario #4

* Your supervisor wants all the chiefs’ positions in an
organizational unit to be at the beginning of each
organizational unit. Follow the demonstration and change
the sequence of the chiefs’ positions for each
organizational unit.

AASIS Support Center, Diane Jolley, 2-36
06/24/03 Revised to V2

236



' An AASIS Training Guide

Demonstration

HRORG - Organizational Management

& Changing Sequence of Positions in an Organizational Unit

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOM_OLD)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

2-37
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SAP Easy Access AASIS MENU

GE | Em 2| va

3 Time Management
D [ Payroll
[ 1 Training and Event Management
=2 {3 Organizatiohal Management
| CQrganizational plan
3 Organization and Stafiing
D [ General structures
D [ Matrix
= {3 Expert mode
g PO10 - Organizational unit
2 PO03 - Job
g PO13 - Position
2 PO - Wiark center
%) PFCT - Task catalog
) PPO1 - General
= Simple maintenance
2 PPOC_OLD - Create
2 PPOM_OLD - Change:
12} PPOS_0OLD - Display
I 1 Info System
b Tools
D ] Setings

1. Follow the menu path and
double click on PPOM_OLD-
Change or enter transaction
code PPOM_OLD in the

< command field and press
enter.

[ | 2AS ¢y 410y Ml sapgas | INS

AASIS Support Center, Diane Jolley, 2-38
06/24/03 Revised to V2
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from the designated pop-up
screen.

ir by
[ Organizational unit
{H) Ad hoc Query

3. Enter validity dates
for the organizational
unit changes.

|

[ [ Department of Homan [=] W
[ [ Department of Infarmat[~] ® basic data
[ [ Department of Labor
[ [ Department of Parks a
D [ Department of Rural §
D [ Department of Veteran
[ [ Department of YWorkfor
57 [ Department of Workfor

b [ COMMISSIONERS

520

[ [ Department of YWorkfor

[ [ Department of YWorkfor
i T3 Manartrmant of Workfor

@ Ovarall view

1 Human resources view
) Reporting structure
) Account assignrment
() Further attributes

[ | oas ¢y (410 el | sapgas | INS
—

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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HRORG - Organizational Management

Edit

nizational plan

Organizational Structure /
O s 820 5 Staffafignments

1%

Help

i 1 5, Click Expand. (2 0F 9

<& [= ]l 1 6. Click Staff assignments.

= [ Organizatianal unit
(K] Ad hoc Query
[H] Structure search

RIFEERAEE

Mame

[ Department of Human
[ Department of Infarmat
[ Department of Labhor
[ Department of Parks at
[ Department of Rural Se
[ Department of Veteran [
[ Department af Warkforg—
[ Department of Workfor
b [ COMMISSIONERS 1

520

[ Department of Workford
[ Department af ¥arkforg

Iy 1 Manartrmant of Wnrkforg

Il

=~ -~ -~

=

[l ]

Find by 0 21705720 COMM OFF.

3 JOHN C WYVILL

0 22112397 Is line superwvisor of

J3 KENNETH W MUSTEEN

E 0 21705694 Is line supervisor of
B 0 217E5733 Is line supervisaor of

COMMISSIONERS OFFICE

| CHIEF

FIELD PROG. FIELD PROGRAM

HERC

[F410v]

OFFICE OF CHIEF OF STAFF

HOT SPRINGS REHABILITATIO

[l

N ol

|[4][¥]

[ | aag (1) (41m Pl sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Edit  Goto

tional plan

ld H @@ CEHEBE OHDLOD BR @0

HRORG - Organizational Management

[ Department of Human E

[ Department of Lapor

Mame — 0

[ Department of Infarrat[~] _E|' U

[ Department of Pa

[ Departrment af ¥

[ Department of RU superlor
[ Department of Vel grouping'

=~ -~ -~

[ Department of Workfor

b [ COMMISSIONERS 1
520

[ Department of Workford

[ Department af ¥arkforg

Iy 1 Manartrmant of Wnrkforg

=

[«][»]

Staff Assignments / Change
[ Positians... || Assign holder... | 8%, 82 €] Taskprofila I
] =
&|=2[E[E]@][S =
P R195 PERSONNEL ANALYSTLT
] 57 8. Click Change sequence. | STAFF DEVELD STAFF DEVELDPMENT[
57 [ Organizational unit 44 hot 0CCupTe
(K] Ad hoc Query |
[ structure search ——5 22081975 J@ [ncorporates | nagE REHAB FIEL
—@= . . . . HaE STAFF D
| Superior organizational unit. DRETARY 11
i'%'iﬁ] g‘gi@] . - \FF DEVELOP

21705689 Is Tine superwvisor of

=
l J3 TRACI L MORGAN
21705659 Is Tine superwisor of

J3 ROY E ALEERT

22081411 Incorporates

G 5
fg 5 22081731 Incorporates
5

Incorparates
| J& Incorporates

G362 REHAB SPECIAL PRO
RoGg ADMINISTRATIVE AS
1742 REHAB PROG PLMG &
|6622 REHAE ASST COM
|.“.EES ACES PROJECT

4705744 Is 1ine supervisor of

S ICCCC © LTI cOw

INFORMATION SYSTEM SE

PROGRAM PLANNING AND

N ol

7. Highlight the position
that needs a sequence

change. ***

DELTA FROJECT
T CRF ADMIN

gl

|[4][¥]

[ | aag (1) (41m Pl sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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***Note: Changes in sequence for a position or organizational unit may

be made within the subordinate grouping of the superior

organizational unit.

»  Each position or organizational unit to be changed in sequence has

to be changed individually.
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HRORG - Organizational Management

Insert below.

11. Click Insert above or

DHE ODLOO BE @

a v {] @&

Find by

= [ Organizatianal unit
(K] Ad hoc Query
[H] Structure search

RIFEERAEE

Mame

[ Department of Human
[ Department of Infarmat
[ Department of Labhor
[ Department of Parks at
[ Department of Rural Se
[ Department of Veteran [
[ Department af Warkforg—
[ Department of Workfor
b [ COMMISSIONERS 1

520

[ Department of Workford
[ Department af ¥arkforg

Iy 1 Manartrmant of Wnrkforg

o

Il

=~ -~ -~

=

[l ]

EEEEEEL

10. Highlight the position that the
“change sequence position” will

[a
0 21788658 15 1ine | MOVeE above or below. MENTL™
3 ROY Srrorr
Ealc IEMNl & Incorporates G862 REHAE SPECIAL PROGRAM
E 5 22081731 & Incorporates ROBY ADMINISTRATIWE ASSISTA
B 5§ 22082020 & Incorporates 1742 REH&E PROG PLNG & DEVE
E § 22082026 & Incorporates g524 REHAB ASST COMM STAFF
B 0 21705744 § Tine supervisaor of |.".CES BCES PROJECT
= 0 DELTA PROJECT
=2 | 9. The change sequence L b
icon will appear beside the
position to be changed.
K] 0]

[ | aag (1) (41m Pl sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Organizational plan  Edit  Goto
=]
Staff Assignments / Change

[ Positions . Assion halder . 8% 80 €5 Taskprofile 1%

L
[EEERE
° |:|3:| § 22081997 Incorporates ‘mg:s PERSONNEL ANALYST

em Help

CEQ SHE HDLOD I BE @m

[T

Find by = 0 21705655 Is Tine supervisor of STAFF DEYELOD STAFF DEWELOPMENT
¢ [ Organizational unit {3 not occupied
(K] Ad hoc Query - |
——5 22081975 Incorporates MAEE REHAB FIEL
Struct h
HEMEFEEEEEE —mm 5 22081843 Incorporates EDd5 REHAE STAFF D
@ 5 22081703 Incorporates K153 SECRETARY 11
il;'iﬁ] g‘gi @i —0 21705654 Is line supervisor of STAFF DYLP. GSTAFF DEYELOP

Mame —E 0 21706689 Is line supervisor of | 188 INFORMATION SYSTEM SE

[» [ Department of Human z a3 TBP.EI L HURGP.N
b [ Department of Informat[7] &= 0 21705668 j;s ;a?eES:E;E;}SW of | PPDSE FROGRAM PLAWNING AMD
[» [ Department of Labor
b [ Department of Parks af B 5 22082026 J@ Incorporates |652z REHAE ASST COM
[ [ Department of Rural Se a5 22081411 Incorporates G862 REH&E SPECIAL PRO
[ [ Department of Veteran | [E 5 22081731 Incorporates ROOY BDOMINISTRATIVE RS
[ [ Department af Workford—| . eyn 42 REHAB PROG PLNG &
< O Depariment af Workior: 12. View the position ES ACES PROJECT

b C] COMMISSIONERS | that changed sequence. i DELTA PROJEGT

520 CILITY CRF ADMIN
[ [ Department of Workfor = 43 CHERLES W MLRSAC i
[ [ Department ofWorkforo =
5 M Manarmant of wiorkford E3
D ol |[«][¥]

| Recard changed D | oas oy 10y Ml sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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»  Any changes made in the agency’s Organizational Structure will not
affect the agency’s Reporting Structure. Therefore, if the same
changes made in the Organizational Structure need to be made in
the Reporting Structure follow the steps below:

1. Click on Goto
2. Double click on Reporting Structure

3. Follow steps 7 thru 12 of this demonstration to make the
sequence changes for a position(s). It is important to
remember that a position can only be changed in sequence as
long as the change is below its’ subordinate position.
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Questions and Answers

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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